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by and between the Board of education of the City of pat e rr on, & ocx’. d 

0"V “thc-Ci-K-C ' kX ■■ C.t 

; e v/ Jersey, herein called the "Beard 1 ’ and the pa tersoTT ft UP C~~ - ” — 

ation of Educational Secretaries, herein called the"Association ' 1 * 


ARTICLE i 
RECOGNITION 


'he Board hereby recognizes 
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exclusive and sole, representative for collective* negotiations 
concerning terns and conditions of employment for the follow¬ 
ing non-certificatea personnel employed by the Board under 
contract, on leave or to be employed by the Board including: 

Administrative Secretaries - Levels 112 
High School Registrars 
Key Punch Operators 
Computer Programmer 

Clerks - Business Accounts Department 
Clerks - Payroll Department 
Receptionist - Hail Clerk 
School Secretaries 

Secretaries assigned to Administration Building 
Secretaries - Maintenance, Central Supply, .Audio 

Visual Aids and Employment Orientation, Cafete: 
Telephone Operators 
Back-Ups to Supervisors 
But excluding: All others 

B. Unless otherwise Indicated, the term, "members n when 
used hereinafter in this agreement, shall refer to all 
employees represented by the Association in the negotiating 
unit as above defined,- 

ARTICLE IT 

NEGOTIATION OF SUCCESSOR 
_ AGREEMENT _ 

A. The parties agree to enter into collective negotiations 
over a successor agreement in accordance with Chapter 123, 
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ARTICLE II - NEGOTIATION OF SUCCESSOR AGREEMENT (con't) 

Public laws 1975 in a good faith effort to reach agreement 
on all matters concerning the terms and conditions of 
"members" employment. Such negotiations should begin no 
later than October 1st of the calendar year preceding the 
calendar year in which this agreement expires. Any agreement 
so negotiated upon ratification shall apply to all "members", 
be reduced to writing, be signed by the Board and the Associ¬ 
ation, and be adopted by the Board. 

* 

B. This agreement shall not be modified in whole or in 
part by the parties except by an instrument in writing duly 
executed by both parties. 

ARTICLE III 
GRIEVANCE PROCEDURE 

A. Definitions 

1. Grievance 

A grievance is a claim by a member or the Associ¬ 
ation that there has been a violation with respect to the 
application or interpretation of the language of this agreement, 
Board Policy or of an administrative decision. 

2. Aggrieved person 

An "aggrieved person" is the person or persons 

making the claim. 

3- Days 

The term "days" when used in this agreement shall, 

except where otherwise indicated, exclude Saturdays, 

Sundays, holidays, and vacations. 
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2. Level One - Immediate Supervisor 
A member with a. grievance shall discuss it with her 
immediate supervisor within fifteen (? r ) ways aftc~ its 
occurrence, or within fifteen (15) days cf the date upo 1 
which the member became s'-n^e of such occtirrem.cn. If 
the grievance is not taken up within the number cf days 
allotted, the grievance shall be deemed waived. The 
immediate supervisor shall attempt to adjust the 
grievance on an oral or informal basis. 




ARTICLE III-GRISVANCE PROCEDURE (con»t) 


3. Level Two - Business Administrator 

If the grievance is not resolved at Level One, or if 
no decision has been rendered within five (5) days 
after presentation of the grievance, the menter may 
file the grievance in writing with the Association 
within five (5) days after the decision at Level One 
or ten (10) days after the grievance was presented, 
whichever is sooner. Within five (5) day^ after 
receiving the written grievance, the Association may 
refer it to the Business Administrator. The Business 
Administrator shall review the matter and render a 
decision in writing within (10) days from the receipt 
of the grievance. 

4. Level Three 

If the Association or grievant is dissatisfied with 
the decision at Level Two, either party may within 
ten (10) days after receiving the answer from Level 
Two submit the grievance to binding arbitration. The 
arbitrator shall be selected according to the rules 
and procedures of the Public Employees Relations 
Commission with the costs of arbitration being shared 
equally by the parties. 

The arbitrator’s decision shall be final and binding 


upon both parties 
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Administrative Office 
High Schools. (inc.Regist 

Elem-Primary Schools 
Cafet erla 
Audio Visual Aids 
Central Supply 
School Maintenance 


Regular Hours 
8:30-4:15 - 1§ hr. lunch 


Summer Hours ? 

9-4:00 - it hr. lunch 


rars) 

8:15-3:30 - 1 hr. lunch 

8 : 15 - 3:00 - t hr. lunch 

8:30-3:45 - 1 hr.lunch 
8:30-3:45 - 1 hr. lunch 

8 : 15 - 3:00 - t hr. lunch 


9-3:00 - l£hr. lunch 
9-3:00 - It hr. lunch 
9-3:00 - it hr. lunch 
9-3:00 - It hr. lunch 
9-3:00 - It hr. lunch 


As determined by the Immediate supervisor 


Employment Orientation 
Switchboard 


8 : 15 - 3:00 - t hr. lunch 
8:30-4:15 - 1^ hr. lunch 


9-3:00 - it hr.lunch 
9-4:00 - 1§ hr. lunch 


Exceptions: 1 - Early switchboard operator 

2 - Personnel, in high school, responsible for teachers’ 
absences. 

Their time of arrival and dismissal will vary but actual 
number of hours (exclusive of lunch) is 6^. 

B. Work Week 

The regular work week shall be from Monday through Friday, 
except where holidays occur. 

C. Administration Building Staff shall work two days during 
• both Christmas and Easter vacation periods. 
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b. All personnel shall be granted one day off for a 

Jewish holiday when included in the school calendar. 
If the calendar includes the celebration of three 
(3) days for the Jewish Holiday they shall be per¬ 
mitted a choice of two (2) of these days off. 

Jewish Holiday shall refer to Rosh Hashonah and 
Yon Xippur. 


c. N.J.E.A. Convention - upon request, nay be excused 
to attend the Convention. Secretaries not attending 
the N.J.E.A. Convention shall receive one day off 
with pay during the Convention. 

d. Personnel who report on "snow days" shall receive 
a day off at a subsequent date. Personnel unable 
to report to work shall not be charged with a "sick 


day" 



ARTICLE vi - HOLIDAYS '(cor.t'd) 

C. Secretarial Staff Workers 

Holidays with pay shall be provided for all legal holidays 
and the Friday following Thanksgiving, 

ARTICLE VII 
VACATIONS 

A. All employees in the unit are entitled to four (A) weeks 
annual vacation after the completion.of one (1) full year of 
employment as follows: 

1. School Secretaries (primary; Elementary; Central 
Supply and Audio Visual Aids: 

Vacations must be taken during the months of July 
and August but may not include the two (2) week 
period following the official closing of the school 
or the two (2) week period prior to the opening of the 
school- 

2. School Secretaries and Registrar - High Schools; 
Vacations must be taken during the months of July and 
August as scheduled with the Registrar and the 
schedule must provide for daily coverage during the 
months of July and August. 

3. Administrative Building Staff - (including Switchboard) 
School Maintenance: 

Vacations with the approval of the Department Super¬ 
visor must be taken within a current year. 

4. Cafeteria and Employment Orientation Secretaries: 

Cafeteria - same as school secretaries. 

Employment Orientation - Curing July or August v:ith the 
am r oval of the up environ or Coordinator. 

5 . .'.11 vacations must be taken within a current year. 



ARTICLE VIII 

SICK LEAVE - PERSONAL LEAVE 
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A* Accumulative 

All employees in the unit shall be entitled to sick or 
personal leave days as follows: 

1st year - ten (10) for illness, five (5) for personal reasons. 

2nd year - ten (10) for Illness, four (4) for personal reasons, 

3rd year - ten (10) for illness, three (3) for personal reasons. 

(See attached memo dated September 2?, 1979) 

Any of the unused days shall be accumulated from year to year as 
sick leave days with no maximum limit. 

B. Non Accumulative 

Nonaccumulative sick leave benefits may be allowed tomembers 
according to the following schedule: 

1. 10 Years Service 

After the completion of ten years of service, and up to and 
including their twentieth year of service be eligible to receive 
forty (40) days in addition to any and all accumulative days 
standing to their credit less $9.00 per day. 

2. 20 Years Service 

After the completion of twenty years of service, and up to 
and including the thirtieth year of service be eligible to 
receive sixty ( 60 ) days in addition to accumulated days less 
the sum of $9*00 per day. At the end of the thirtieth year all 
such days not required shall be cancelled. 

3. 3° lears Service 

After completion of thirty years of service and until such 
employee leaves the employ of the Board by virtue of resignation 
or retirement, said employee ma y be eligible to receive an 
additional eighty (80) days less $9.00 per day. 
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terms of this Article, for days i 
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adjustment accompanied by a medic 
therein the nature of the illness 
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and the number of days that 


were required to recover from said disability. 

C. physician’s Certificate 

A physician’s certificate may ce required by one Board for 
personal illness after four (4) consecutive days. 

D. Limits 


1. Absences before and after a holiday shall be limited 

to personal illness or death leave. Any application for absence 
during these periods for reasons other than a personal illness 
or death leave, shall be subject to approval by the Secretary- 
Business Administrator in advance of the proposed absence. 

2. Except for illness, absences are not authorized for more 
than three (3) consecutive days, unless prior approval is 
obtained from the Secretary-Business Administrator. 

3. Notice of absence shall be giver, as far in advance as 
is practicable, since the parties recognize it is necessary 
for the Board of Education to operate at maximum efficiency. 




ARTICLE IX 
BEREAVEMENT LEAVES 


11 


A. Employees shall be entitled to the following nonaccumu- 
lative leave of absence with full pay for each year. 

1. Four(4) calendar days leave for death of spouse, 
child or parents. 

2. A total of three (3) calendar days leave for death 
of related members of the immediate household. 

ARTICLE X . 

EXTENDED LEAVES OF ABSENCE 

A. A leave of absence without pay of up to one (1) year may 
be granted to an employee for personal reasons or good cause. 
Such leave shall be requested in writing and may be granted at 
the discretion of the Board. 

B. All extensions or renewals of leaves shall be applied for 

v 

and granted in writing. 


ARTICLE XI 

HEALTH MEDICAL BENEFITS 

A. Employees shall receive the same health and medical benefits 

as heretofore as well as any benefits received by the other employees 
of the Board of Education. 

B. The Board reserves the right to change carriers so long as 
benefits enjoyed by the members of the Association are not 


reduced. 



ARTICLE XII 
SALARIES 


A*. Salary Schedule 

The salaries of all employees covered by this agreement 
is set forth in the attached schedule. 


(Attachment) 
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ARTICLE XITi 

MISC ELLANEOUS PROV IS IONS 

The Board retains all rights it had prior to'the signing 
of this Agreement, except as such rights have been specially 
relinquished or abridged in this Agreement. 

SAVINGS CLAUSE 

If any provision of this Agreement or any application of 
this Agreement to any employee or group of employees is held 
invalid by operation of lav/ or by a court or other tribunal of 
competent jurisdiction, such provision shall be inoperative but 
all other provisions shall not be affected thereby and shall 
continue in force and effect. 

COMPLETENESS OF AGREEMENT 

This .Agreement represents and incorporates the complete 
and final understanding by the parties on all bargainable 
issues -which were or could have been the subject of negotiations. 

ARTICLE XIV 
DURATION OF AGREEMENT 

This agreement shall be effective as of July 1st, i-979 _ 

and shall continue in effect until June 3ftr, 19-2 _. 

In Witness Whereof, the parties have hereunto set their hands 
and seals this 2nd day of October, 1979 




